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TO : Chief, Managewent Staff | o DATE: 23 Deccember 195k

FROM : Chief, Records Management Division

SUBJECT: Records Management Survey of the Office of the General Counsel

1. A records management survey of the records of this
2BRIA38  office was started by h and his report forwarded to
the General Counsel for approval and concurrence. Do
2hr1038 mission of this report, hw&s taken 111 and% ZBR1A3A
was assigned the task of following up on the project.
2. The Records Control Schedule covered both record and
nonrecord material amounting to 568 linear feet. It is esti-
mated that 9% of the total accumulations are of temporary
value. The permanent waterial amounts to 7%. The rewaéining

844 consists of library materiel, part of which is the prop-
erty of the office personnel.

3. In addition to the disposition plan, a file plan for
the office subject file was recommended and approved.
201834 v assisted in setting up the file and also trained
personne n its use. A Regulatory Index File was also estab-
lished for selected legal oplnions and decisions.

4. The report as a whole was accepted, and the office

expressed its appreciation for the assistance rendered by wewm-
bers of the staff.
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ORGAN | ZATIONAL COMPONENT REQUESTING SERVICES. ) DATE OF REQUEST

Office of the CGeneral Counsel

BRIEF DESCRIPTION OF PROJECT

To develop and activate a plan for the maintenance and
disposition of legal records. ‘

IMMED 1 ATE RESULTS ACCOMPLISHED

The records of the office were surveyed, records control
schedule was prepared, submitted and approved. Developed and
installed a file plan for the office and trained personnel in
its use. The survey covered 568 linear feet of waterlal of
which 53 feet are temporary, 38 feet permanent and W77 feet
library waterial. :The filing equipment used consistﬁ of 13.
L-grawer safe type cabinets; the library waterial is ‘either on

shelves or in bookcases. :
-

'The effec¢tive application of the schedule will provide for

the destruction of approximately T feet of material within 2

" years. Continuing disposals on a 2 year basis will amount to .

an estimated 9 feet. As a result of these disposals, no addi-
tional filing equipment is foreseen in the future.

/

RECOMMENDED FUTURE ACTION

Review records control schedule annually and make any
necessary adjustments. Occasional visits will be made #to
furnish assistance or advice on any records problems.

o
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